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VEBORANDUR FORs CHILF, TRAINING DIVISION
SUBJECT: Procedure for Handling OPC Students in STB Tralning

1. In order to help maintain the ssecurity of OPC students, THD
suggests the following procedurses for special secures handling.

<. ENROLLMENT:

If it is desired that the real name of the student not be
imown within the orgsnizabion, s pseudonym should be assigned. This
nams should appear on the training request form, The real name of
the student should be enclosed in a sealsd envelope, to be opesned only
by the Records and Scheduling Officer, TRD. It is important that the
RSO kmow both names of the students, because in the past the Personnel
Office, the Foreign Branches, and others have frequently used the real
nazes of students in telephone messages when they should have used
paeudonyns .
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The Training lLiszison Officer should brief the student
thoroughly before he enters training. He should not go into detall
on OPC functions, but he should brief the student on Lhe importance
of tralning, the ixzportance of doing a good Job in the various couraes,
the use of his pseudonym, and his cover story. Tie TLO should be &
mebure branch member who is fasdllar with TRD programs and should be
appainted on & permanent basls,

4. OUORTACTS:

Past exporience has shown that the student's class work is
unfavorably sffected when he has no contact with hls branch, TRD
recammende that the Praining lLiaison Officer meet with his students
at least once or twice during each course in order to aild the student's
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gﬂ:u morale by giving him 2 feeling of "belongzing" to an opersting branch.
2'3 @ f’;i Tuis is slso a good time to take care of all admirdstrative details
a0 = “‘ “ such as time and attendance, signing wouchers, and payments.
m T
O v ‘;E §§ A1l contacts with the student should be arranged through the
Zy Records and Scheduling Officer. Thie office should slso be used as a
a'ﬁ g QE control center for all messages. iS8C will make certain that mesanges
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are delivered to the student under the name which he is using in train-5xl
ing., The branches must understand that the students are Rept under
pressure with class work and thal very often the students are not able

to return calle until seversl hours lster. Ii is sugpested that a

similapr control center for messagses be established in OFC.

-

6. HVALUATIONSs

in order to receive greatast benefit for guidance and place-
nent of thelr respective employees, Training Lizison Officers are
sncouraged to conbact chief instructors of the courses sbout the third
day after completion of the course in order to be informed about the
individual's training performance and indication of any outstanding
weaknesses, The chief instructor will tell the TLO whether or not the
student ie recommended to take the next course, During a course, also,
T10s should try to keep in touch with the chiel instructor regarding
the students, THDU will attempt to keep TLUs informed of any eritical
developments or major shortcomings in the performance of students,

Evaluation reports concerning the training performance of the
students will, as s ruls, reach the Division ten days after completion
of the course, Division chiefs are requested to forward the evaluation
report to the branch or desk chief concerned as quickly as possible for
their information and guidance in placing the employee.

. If & desk officer has any doubts sbout the assignmernt or
qualificstions of the student, TRD should be informed about that as
early as possible, preferably before the student enters the Advanced
Operations Course in which Top Secrst material is discussed, In the
past, students who have been exposed to Top Secret material in the AOC
later left the organization and thus bscane serious sscurity riesks,

IFf there is any doubt about the student's permanent upefulness
or devalopment possibilities, TiD may reconmend psychologioal assessment.
This should be scheduled by the studsnt's branch befors hls enrollment
in the ACC,
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Chief, Stal? Tralning Branch
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